
SETTING UP A DEDUCTION THAT HAS A TOTAL BALANCE OWING 

1. Hover on Setup and click on Team Manager: 

 

 

 

 
 
2. Click on the applicable team member:  

 

 

 

 

 

 

This will bring you to the following screen: 

 

 

 

 

 

 

 

 

 

 
3. Click on the Payroll tab:  

 

 

 

 

 

  

 



4. Scroll down to the Other Deductions section:  

 

 

 

 

 

 

5. Click on the plus icon: 

 

 

 

 

 

  

This will bring up the following screen: 

 

 

 

 

 

 

 

 

 

 

6. Enter the following details: 

• Total Amount – total amount owing by the employee 

• Amount Per Pay Period – the amount that is to be deducted from the employee per pay 

period  

• Category (optional) – used for General Ledger integration  

• Description – what the deduction will come through as on the employee’s payslip  

• Bank Account Number (optional) – of the person/company the employee’s deduction is being 

paid to  

 



• Bank Account Name (Optional) – of the person/company the employee’s deduction is being 

paid to  

• Reference (optional) – to come through on the receiver’s bank account statement  

• Code (optional) - to come through on the receiver’s bank account statement 

• Particulars (optional) - to come through on the receiver’s bank account statement  

• Start Date – when the deduction is effective from. Please note that this date needs to fall in 

the pay period the deduction is effective from, not the first pay date of the deduction  

Example shown below: 

 

 

 

 

 

 

 

 

 
7. Click Save: 

 

 

 

 

 

 

 

 

 
You will be notified that the deduction has saved successfully:  

 

  

 

 

 

 

 


